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SHHRAL

k. Usncerted action han heen adopted by the Agency to reduce o a
winimwm the number of delinquent advasce sccowt balsnces for both
wigpioyees and projecte. Consfetent with this ohjective, certain interasl
changes have been made with respece to the processing and veporting of
thesa sdvences for purpogen of reducing the adminigtrative work lond
necassary in monitoriag szuch advences.

MACHINE TARYLATIONS

2. Every effort is being wade 0 previde you with the most curgent
wachine tabuiations posnible imdicating the ststus of employee and project
advance sccommts, Accordingly, certaim changes heve been wmads in chs
frequency and formst of the wmnchine tabuistiony. Ap »f 31 August 1962,
and each gusrter thersafter, vew will be Eurnished listings by Genersl
Ledger Account number,empiovue and Project sccount numbey, arvanged in
spproprizte sequence for 21l sdvances opes. st the end of the quarter as
well as those advances sattled fm the laat wonth of the querter. The
iisting wil! be prepared wich one account peEY page,

3. In addition ro the nuacterly lecing, a dsfly sirtement (Listing)
of sdvences will be provided for msch mccount in vhich any activity has
been recorded on the preceding day. Zach mccount having setivicy will
be reprinted esch dav in its entirety aven thowgh 1t represemis s nero

halance account.

4. The quarterly mand daily tsbulaticvs wiil be furnfsghed each
camponent {n two copies,

., Userteriy Tabwlation

/ Q/{, Cne copy of the guartsriv tebulation should be ugzed
f& ] by the Budgei =nd Fiscel OfFficer ss tvhe naster £1le in

Y AR aduinistering the sdvanca areo ; b 20 susmested
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tie second copy be separated and distributed to the
operating officials snd approving officers responsible
for monitoring the esmployea and project activities or
opeyations.

b. Daily Tabulaticn

Une copy of the daily tabuvlstion should be inserted
in the appropriste place in the mester file maintained
by the B Officex (the psge it supersedes should be
removed if one exists) and the second copy. forwarded
to the responsible individuel or office.

On receipt of the new guarterly tabulation, the old quarterly tabulation
should be destroyed,

5. Te provide you with more timely information, the format of the
quarterly and daily tabulation will contain a Bingle get of debit and
credit entries in lien of the previous tabulation reflecting szeparate
columns for debita and credits less tham 60 deys delinquent and those
over 60 day: delinquent. Identification of delinquen: gccounts cen be
accomplished by referenca to the due date astablished foxr the sdvanca.

YERIFXCATION OF ACCOUNTS

6. Upon receipt of the quarterly and deily tsbulations, each
Budget and Fiscal Officer should reviaw ths listings and notify the
Finance Division imeediately concerning any discyepancies including
the following:

@, Pergonnel on PCS aspignment for which accountgbility
should be transferred to field inztallations for settle-
went. (Include post of assignment).

b. Personnel transferred to s new component (Include name
of new comonant),

€. Accounte for pecrsonnel and projects mot under the
jurisdiction of vour Cosponent,

4. Accounting transsctions which the operating componsnt
feels reguires further explanation, clarification, or
adjustment because of erroneous codi s ate,

e. Unrealistic or imcorrect due dates,

7. In situations of the type related in 6 a. thru d. sbove, one
copy of the daily account tabulation should be returned tc the Finance
Divigion immediately bearing s complate explanation as to appropriate
action, signed by the Budget and Fiscal Officer or his designated
rapresentative. Remedisl action will be initisted by the Finance Division.
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Requests to change due dates must be justified by memorandum and
epproved by an authorized approving officer.

a

8. Each month in connection with accounts which are delinquent in
eicess of 60 days, the Finance Division will transmit & menmoranduse
requesting positive action to settle the account. In cornection with
employee and agent advances, the memorandum will be accompanied by
"Statements of Accomnt, for those employees having outstending balances
which are over 60 days delinquent indicating the date payroll deductions
will be made effective in the event liquidation is not made as of a
stated gattlement date. i

OBLIGATION REFERENCE NUMBER

9. in importsnt elemeni fn the machine tsbulation of advance
accounts is the obligation reference mumber. The use of a specific
number for sdvances and subsequent sccountings provide a means of
grouping related debits and credits and determining the balance oute
stending for a specific advance or operation. After the close of a
zonth when the debits and cradits for a specific reference number are
equal (zero out) sli related entries are removed from the account by
machine methods. It fe important, therefore, that correct travel order
mmbers and other obligation reference mmbers be azsigned for each
sdvance and accomting., When an sbligation refarence wumber is incorrect,
it is necessary to raverse the complate line entry bearing the incorrect
vuzber and reprocess wnder the correct mumbarx,

10. General or specific informatiom concerming clarification or

explanation of sn account can be obtained by a visit to the PFinance
Division or by telephone.

25X1A9a

Chief, Finsance Division
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